Maribel Orrego

3600 Benedict Creek Rd.
Culloden, WV 25510
Home Phone: 304-550-7577

Email:sunsine25301@yahoo.com

OBJECTIVE

I am a freelance translator looking for work with translation agencies and direct clients where I can prove my skills and gain new experiences

EXPERIENCE



2013-2014:  HMS



TPR Specialist

Responsible for researching and verifying Third Party Liability Insurance  via online lookups to carrier eligibility websites or by phone with various carriers.

Updates the MMIS  WVState system.

Answers incoming calls from providers, Medicaid recipients, and other entities in relation to private/commercial insurance.

Maintains an accuracy of 99% or above on all work activities per contractual obligation with the State of WV.

Load a minimum of 20-25 new Insurance adds per day into the WV State MMIS system and terminates existing TPL insurance policies. 

Performs other duties as assigned.

2011-2012:  Molina Healthcare

Data Entry Operator

Compose letters to pharmacies and patients regarding insurance covering in accordance

with HIPAA requirements.

Assign numerical codes to WV state Health Insurance documents within expected time frame requirements.

Interact with customers both internal and external on a professional level.
Filed documents.
2009 -2011: Zales Corporation



Sales Representative



Achieve targets and sales quotas consistently.



Handle vital cash and credit card transactions.


Interact with customers in both English and Spanish in a professional and timely manner.

2003 -2009: Civic Development Group

Bilingual Customer Service Representative

Handle incoming calls in both Spanish and English

Data entry

1997- 2002: Jackson Kelly PLLC, Charleston, WV

Communications Department Clerk

Translated documents form Spanish to English as needed by attorneys

Handled incoming and outgoing faxes and mail

Filed documents

Performed copy work using programmable smart machines such as Xerox 5100 and DigiPath 2.1

Performed other tasks as required

EDUCATION

1997 – 1998 West Virginia State College, Institute, WV

Associated Degree in Office Administration in Business

1995 –1996 Garnett Career Center, Charleston, WV

Certificate in Accounting

Principal’s Award for Outstanding Achievement

‘B’ Honor Roll

